Case 1 :05-cv-00968-JDB Document 8-13 



Filed 09/02/2005 Pj 



INTERVIEW QUESTIONS 

FOR ANNOUNCEMENT ACF-2004-0090 

GRANTS MANAGEMENT SPECIALIST GS/9/11/12 

{Please rate on a Scale of 1-5 with 5 being the highest and 1 being the lowest) 



k^ 



A^ 



Grade Level (s): ^^ >/ 
// -_^ y 

1) The vacancy announcement described the position for which you are being interviewed. 
What in your educational background, work and other experience do you beheve highly 
gual ifies you for this job? i 









-♦V-''^^ 



2) The job of a Gr^s Management Specialist requires interactions with many different levels 
and types opmdividuals and organizaJionS^th intemal^and-extemal to the Admiiiistration 
for Childr^ and Families (ACfl^r'^ese interacjieilfmay take plac&^v^TEephone, at a one 
on on^eeting, or during-tKecourse of givJH^echnical assistance to a group as part of a 
Conference, panel rpviw orientation, oy^ part of irofprnlal training of program staff The 
iineraction ma>-aIso be written connminication proved via e-mail, brief letters or longer, 
more fofiaafand complex cortes^ndence. 

a. Give examples from your own work experiences which you believe highlight your ability 
to interact with people of different levels of authority internal and external to your 
organization./ . I j 



b. Give examples from your own work and other experiences that highlight your ability to 
communicate effectively in writing. 



-t 
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2 



Score _ 



3) Thy^k opx Gr^s Management Sp^pidfist can jerffen bccoxper^[i^nsjif'€§peci^}^^-k}^as&^ 
tKe end aPthe fi^al year. Describe ofie or more situations in which you were required to 
%ianage<multiple activities at one time, work under pressure, and/or meet tight deadlines and 
how you handled it. » / A 



-p A[\ yi^ U^ 5^^- K' 



4) /Please discuss any experience you have had reading, writing, interpreting or applying Federal 
' or State regulations relating to grants, cooperative agreement, contracts or similar activities. 



Score _ 






D/^ 



5) Describe any experiences you have had working with grants, cooperative agreements, 
contracts or similar activities at the Federal or State level. 




(escribe any experiences you have had developing, negotiating and/or managing budgets. 



!) 



Scored CUe^-^^'*-^ ^S C.>vV--U 



yXo. 



b 



i 
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•^ RegardJ^^of prev}j0tlsexpep«^ce, the JpdifiBual seleptejflor M^^'^o^^^geirf^hojiec^Q^^i^-'-^ 
lesnt^nd work;^hin the^licies ajadprocedures^g€t forth hyihe Dej^^tmeufwHe^kifMid 
Hmnan Servj^s, and AjCF. With this in mind, J^ow would you describe your learning style? 



Talk about a work situation in which you experienced a setback and how you handled it. 



Score 



^ 



9) We want to explore your proficiency with Microsoft software, the tool we use most often at 
ACF. 

a. Rate your overall proficiency with the following Microsoft applications: (Circle response) 

Excel: Fair Good .^.-^mcellentj^ Outstanding 

Word: Fair Good " ^cellen t> Outstanding 

PowerPoint: Fair "Y^Gjui^ Excellent Outstanding 



Score ^J 

b. Give recent examples of how you have used each of these applications. 
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10) Some categories of mandatory grants are based on formulas. The following exercise uses 
the same analytical and math skills necessary to develop or execute a formula. (Please 
provide the interviewee with this question written out on apiece of paper and give them a 
few minutes to work it out) 

With this in mind, please take a few minutes to answer the question on this handout. 

How would you proportionally distribute $100,000 to four grantees with populations of 
2,000; 4,000; 6,000; and 8,000? 

You may either verbalize your responses or show us on paper, or both. 



"5 



Do you have any questions? 



Thank you. We expect to make a recommendation to the Selecting Official very shortly. 
OVERALL COMMENTS 



Total Score 
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INTERVIEW QUESTIONS 

FOR ANNOUNCEMENT ACF-2004-0090 
GRANTS MANAGEMENT SPECIALIST GS/9/11/12 

{Please rate on a Scale of 1-5 with 5 being the highest and 1 being the lowest) 



. 4^^iWux 



Name; 

Grade Level (s): 



. ^ifu (y 



1) The vacancy announcement described the position for which you are being interviewed. 
What in your educational background, work and other experience do you believe highly 
qualifies you for this job? 



.^/a(M^-5\--^^K (^--_-.:^ 



A^ 






.-p 



^m^'iif?(^^'^'^' 



OcA. 



2) The job of a Grants Management Specialist requires interacJiCns with many diffi^nt levels 
and types of individua^nd organizatioi^oth internal aria external to the^^mnistration 
fc^hildren and F^ffilies (ACF). Tl^^l^teractions naray^take place ov^te^one, at a one 

e meeting^^^uring the couiWbf gi^^^ techirfcal assMmice to.a'^oup as^^l of a 
Conf^ice,^^el ^^e^ orientetfon, or as^l^mofinformal traihiii^bf program sta& The 
interacti^^ay also be'^^ttep^ommunicatiorffrovided via e-mail, brief letters or longer, 
more fo^al and complex^orespondence. 

a. Give examples from your own work experiences which you beheve highlight your ability 
to interact with people of different levels of authority internal and extemaHo your yt ._i 
oreanization. , ^ ''1~-^ ;^U 0^_rt<. •p^-^^(f^~ i\^ T~ X . /^ 7 ' 



organization. , - 



AK^r^ 



f\'"^ 



Score y 






b. Give examples from your own work and other experiences that highlight your ability to 

communicate effectively in writing. , j l" i v -t - ■fl^^^^ --^ J^ 



.1 -< ^"^ 



J ^ 






-h^^rii^ 
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3) The work of a Grants Management Specialist can often become intense, especially toward 
the end of the fiscal year. Describe one or more situations in which you were required to 
manage multiple activities at one time, work under pressure, and'or meet tight deadlines and 
how you handled it. ^ ^^ ^ ,f^ ^^^Z ^- 3 -^ / \^ \SZ-, . ^^-- 



^'7^^i|6^ 



4) Please discuss any experience you have had reading, writing, interpreting or applying Federal 
V or State regulations relating to grants, cooperative agreement, contracts or similar aftivities^,,-.^ — 






S&e_ 



Sg^ 



5) Describe any experiences you have had working with grants, cooperative agreements, 
contracts or similar activities at the Federal or Stat£ level. 



,r-\% Describe any experiences you have had developing, negotiating and/or managing budgets. 



5 
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P Re§aFdtess-oJ^pFe viouse xp6 H€Bc e,Jhe4a4md«gl^^ 
^^ le^^i-andTVDik williin Ihe poikjk;s-aiidT5n^caSfe& set-forft byiSrmpitffienrofi^ 

---HvimairSmTces;-and AGF. With-tMs4n-mm4 how would you describe your learning style*^ 



d/,..-.-' 



-^- ^"^;:3 



J: 



8) Talk about a work situation in which you experienced a setback and how you handled it. 



? 



9) We want to explore your proficiency with Microsoft software, the tool we use most often at 
ACF. 



a. Rate your overall proficiency with the following Microsoft applications: (Circle response) 



Excel: 
Word: 
PowerPoint: 



Fair 
Fair 
Fair 



Score 



i 



Good 
^^^dood 'X 
\ Good 



Excellent 
Excellent 



Outstanding 
Outstanding 
Outstanding 



b. Give recent examples of how you have used each of these applications. 



. ^( itAcfc-- ^■. 



% P 



M 
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10) Some categories of mandatory grants are based on formulas. The following exercise uses 
the same analytical and math skills necessary to develop or execute a formula. (Please 
provide the interviewee with this question written out on apiece of paper and give them a 
few minutes to work it out.) 

With this in mind, please take a few minutes to answer the question on this handout. 

How would you proportionally distribute $100,000 to four grantees with populations of 
2,000; 4,000; 6,000; and 8,000? 

You may either verbalize your responses or show us on paper, or both. 

# 



Score -—> 



Do you have any questions? 



Thank you. We expect to make a recommendation to the Selecting Official very shortly. 
OVERALL COMMENTS 



I>^ 



.'«>'* 
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INTERVIEW QUESTIONS 

FOR ANNOUNCEMENT ACF-2004-0090 

GRANTS MANAGEMENT SPECIALIST GS/9/11/12 

{Please rate on a Scale of 1-5 with 5 being the highest and 1 being the lowest) 



-r^Mh-tiihh^ 



Name; 

Grade Level (s): 



1) The vacancy announcement described the position for which you are being interviewed. 
What in your educational background, work and other experience do you beheve highly 
qualifies you for this job? „ , 3 y/^ <; 



6 




2) The job of a Grants Management Specialist requires interactions with many different levels 
and types of individuals and organizations both internal and external to the Administration 
for Children and Families (ACF). These interactions may take place over the phone, at a one 
on one meeting, or during the course of giving technical assistance to a group as part of a 
Conference, panel review orientation, or as part of informal training of program staff. The 
interaction may also be written communication provided via e-mail, brief letters or longer, 
more formal and complex correspondence. 

a. Give examples from your own work experiences which you beheve highlight your ability 
to interact with people of different levels of authority internal and external to your 
organization. ^ _ ^. 

Score v\ 

b. Give examples fi-om your own work and other experiences that highlight your ability to 
communicate effectively in writing. 

Mlh:>l2^ (:% sfT TT mn o 'fe^bG^rfS ^^c-ie^rT^v-nc:::'.-! --f^. '-^(FFeyc.i.-^nr 
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\ 



3) The work of a Grants Management Specialist can often become intense, especially toward 
the end of the fiscal year. Describe one or more situations in which you were required to 
manage multiple activities at one time, work under pressure, and/or meet tight deadlines and 
how you handled it. 

Score_S Vd=2fy Cbq 3:-\ enT\bOJ^ nO *^«?>?i»'>?b//ti<f- U>o<U£. 5'x?fte^w-e-yenu(>ei5vvrfi«n3 

4) Please discuss any experience you have had reading, writing, interpreting or applying Federal 
or State regulations relating to grants, cooperative agreement, contracts or similar activities. 

AHg ^tf■w1f^U,'uoy-^ c-^/ C£.f>Y^'^'^^. K^\l\<-^xr^ ^(Z/^'reifC. C;\ ^ r^ u ^ ft-^s^^'^'i^ 

5) Describe any experiences you have had working with grants, cooperative agreements, 
contracts or similar activities at the Federal or State level. 



6) Describe any experiences you have had developing, negotiating and/or managing budgets. 
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7) Regardless of previous experience, the individual selected for this position will be required to 
learn and work within the policies and procedures set forth by the Department of Health and 
Human Services, and ACF. With this in mind, how would you describe your learning style? 

^ , V/A #^/>/^ 



Talk about a work situation in which you experienced a setback and how you handled it. 



Score 



We want to explore your proficiency with Microsoft software,' the tool we use most often at 
ACF. 

a. Rate your overall proficiency with the following Microsoft applications: (Circle response) 



Excel: 


Fair 


Good 


C Excellent} 


Outstanding 


Word: 


Fair 


(Goo^^ 


^^^xceWe^ 


Outstanding 


PowerPoint: 


Fair 


(^> 


Excellent 


Outstanding 



b. Give recent examples of how you have used each of these applications. 
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10) Some categories of mandatory grants are based on formulas. The following exercise uses 
the same analytical and math skills necessary to develop or execute a formula. (Please 
provide the interviewee with this question written out on apiece of paper and give them a 
few minutes to work it out.) 

With this in mind, please take a few minutes to answer the question on this handout. 

How would you proportionally distribute $100,000 to four grantees with populations of 
2,000; 4,000; 6,000; and 8,000? rs 



You may either verbalize your responses or show us on paper, or both, 



Score --' 



Do you have any questions? 

Thank you. We expect to make a recommendation to the Selecting Official very shortly. 
OVERALL COMMENTS 
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INTERVIEW QUESTIONS 

FOR ANNOUNCEMENT ACF-2004-0090 

GRANTS MANAGEMENT SPECIALIST GS/9/11/12 

{Please rate on a Scale of 1-5 with 5 being the highest and 1 being the lowest) 



'e: T^i 



A 



Grade Level (s): Cjrhjh^ 

1) The vacancy announcement described the position for which you are being interviewed. 
What in your educational background, work and other experience do you beheve highly 
qualifies you for this job? ^ 5 (^^^ /d^cAM^'-vvAuKtA 

Score ^ 

2) The job of a Grants Management Specialist requires interactions with many differgi 
and types of individuals and organizations both internal and externaHoJbe-Admmistration 
for Children and Families (ACF). These interactionsjiiay4afec-p!aceover the phone, at a one 
on one meeting, or during thecouisej^f'^i^lngteclmical assistance to a group as part of a 
Conference, panelrsi»e'f^''^nentation, or as part of informal training of program staff. The 
interactiQiwway^iso be written communication provided via e-mail, brief letters or longer, 

"Sfemial and complex correspondence. 

a. Give examples from your own work experiences which you believe highlight your ability 
to interact with people of different levels of authority internal and external to your 

ctjjx c^^U^u^ U^..^^ ^.M^i^ c..-Ac^...)^ 



Score 



b. Give examples from your own work and other experiences that highlight your ability to 
communicate effectively in writing. ^ _i- » • 

tUfCuuJ. L^^-th:-^' ^^JL^c^^ <^. ^^J^L^^i^^.^cJ^^c^- <M^^, 
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3) Jh^-AioidLof a Grant s M a naaemeB^gpeeialist-eairDfteR-b c L ui i ie iiiL cf weT-efip edally tnwaf ff 
tbe-ea d of the fi scaLyear. Describe one or more situations in which you were required to 
manage multiple activities at one time, work under pressure, and/or meet tight deadlines and 
how you handled it. 

Score ^1 



Please discuss any experience you have had reading, writing, interpreting or applying Federal 
or State regulations relating to grants, cooperative agreement, contracts or similar activities. 



r ^ {/' 



5) Describe any experiences you have had working with grants, cooperative agreements, 
^contracts or similar activities at the Federal or State level. 



Describe any experiences you have had developing, negotiating and/or managing budgets. 



u 
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7) T?epir?tts??s-fl£ fireviniiR ^xp PTipnrp, t hfip<fe»' idual s c l cL tcJ -fo rthis- po siti o u will be r cquire dTg" 
-4eeai^aBd-werk-wrt hin the poUcico and proce Jul e s set f oftirSy the 0epanm ent of Health atid - 

Hu man Sor\ic cc , and ACF. Willi lliis in mm d^ how would you describe your learning style? 

e ^ 

Score f 

8) Talk about a work situation in which you experienced a setback and how you handled it. 

Score ^i 

9) We want to explore your proficiency' with Microsoft software, the tool we use most often at 
ACF. 

a. Rate your overall proficiency with the following Microsoft applications: (Circle response) 

Excel: Fair Good ([^^""ExcellOTr^ Outstanding 



Word: Fair Good Q^xcellenF} Outstanding 

PowerPoint: Fair (^ — 6©ed Excellent Outstanding 

;ore_2x_ 
b. Give recent examples of how you have used each of these applications. 



■H- 
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10) Some categories of mandatory grants are based on formulas. The following exercise uses 
the same analytical and math skills necessary to develop or execute a formula (Please 
provide the interviewee with this question written out on apiece of paper and give them a 
few minutes to work it out.) 

With this in mind, please take a few minutes to answer the question on this handout. 

How would you proportionally distribute $100,000 to four grantees with populations of 
2,000; 4,000; 6,000; and 8,000? 

You may either verbalize your responses or show us on paper, or both. 



i 



Do you have any questions? 



Thank you. "We expect to make a recommendation to the Selecting Official very shortly. 
OVERALL COMMENTS 



55 
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INTERVIEW QUESTIONS 

FOR ANNOUNCEMENT ACF-2004-0090 

GRANTS MANAGEMENT SPECIALIST GS/9/11/12 

{Please rate on a Scale of 1-5 with 5 being the highest and 1 being the lowest) 



Name: jQcUftu J / ^J^rJ^4^ 
Grade Level (s): k^jn), &- '' 



H 



1) The vacancy announcement described the position for which you are being interviewed. 
What in your educational background, work and other experience do you beheve highly 
quahfies you for this job? s^CL 0'^<h -i^^^i^JuM^^ Q/idtuf^LL-l. 

Score O 



2) The job of a Grants Management Specialist requires interactions with many different levels 
and types of individuals and organizations both internal and external to the Administration 
for Children and Families (ACF). These interactions may take place over the phone, at a one 
on one meeting, or during the course of giving technical assistance to a group as part of a 
Conference, panel review orientation, or as part of informal training of program staff. The 
interaction may also be written communication provided via e-mail, brief letters or longer, 
more formal and complex correspondence. 

a. Give examples jfrom your own work experiences which you believe highlight your ability 
to interact with people of different levels of authority internal and external to your 
organization. /W,t^^ ei/jco^lA. O-y-yU^^^^^^' ^-^ftf^^^^^ , L^c^^-^<^^^-'^^^^ 



Give examples from your own work and other experiences that highlight your ability to 
communicate effectively in writing. 
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3) The work of a Grants Management Specialist can often become intense, especially toward 
the end of the fiscal year. Describe one or more situations in which you were required to 
manage multiple activities at one time, work under pressure, and/or meet tight deadlines and 
how you handled it. 

/^jxja^ ■■^^'^^Mi^Ct^ ^Jl^^^Lctx. ^^dA^*-o-' L>^ c^^cz^ i^J^^(y%.^\^ 



H- 



f) Please discuss any experience you have had reading, writing, interpreting or applying Federal 
or State regulations relating to grants, cooperative agreement, contracts or similar activities. 



^ 



^5) Describe any experiences you have had working with grants, cooperative agreements, 
contracts or similar activities at the Federal or State level. 



=^ 



6) Describe any experiences you have had developing, negotiating and/or managing budgets. 



^i/_ 
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7) Regardless of previous experience, the individual selected for this position will be required to 
learn and work within the policies and procedures set forth by the Department of Health and 
Human Services, and ACF. With this in mind, how would you describe your learning style? 

Score jf_ 



Talk about a work situation in which you experienced a setback and how you handled it. 




■H- 



9) We want to explore your proficiency with Microsoft software, the tool we use most often at 
ACF. 

a. Rate your overall proficiency with the following Microsoft applications: (Circle response) 



Excel: 


~-^£aiO 


Good 


Excellent 


Word: 


Fair 


Good 


Excellent 


PowerPoint: 


Fair 


Good 


Excellent 


.e-f 










b. Give recent examples of how you have used each of these applications. 



H- 
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10) Some categories of mandatory grants are based on formulas. The following exercise uses 
the same analytical and math skills necessary to develop or execute a formula (Please 
provide the interviewee with this question written out on apiece of paper and give them a 
few minutes to work it out.) 

With this in mind, please take a few minutes to answer the question on this handout. 

How would you proportionally distribute $100,000 to four grantees with populations of 
2,000; 4,000; 6,000; and 8,000? 

You may either verbalize your responses or show us on paper, or both. 



_3 



Do you have any questions? 



Thank you. We expect to make a recommendation to the Selecting Official very shortly. 
OVERALL COMMENTS 



Total Score 



'^&- 
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1 

INTERVIEW QUESTIONS 

FOR ANNOUNCEMENT ACF-2004-0090 

GRANTS MANAGEMENT SPECIALIST GS/9/11/12 

{Please rate on a Scale of 1-5 with 5 being the highest and 1 being the lowest) 

Grade Level (s): ^^^"2^ 

1) The vacancy announcement described the position for which you are being interviewed. 
What in your educational background, work and other experience do you believe highly 
qualifies you for this job? 

Score / y 

2) The job of a Grants Management Specialist requires interactions with many different levels 
and types of individuals and organizations both internal and external to the Administration 
for Children and Families (ACF). These interactions may take place over the phone, at a one 
on one meeting, or during the course of giving technical assistance to a group as part of a 
Conference, panel review orientation, or as part of informal training of program staff The 
interaction may also be written communication provided via e-mail, brief letters or longer, 
more formal and complex correspondence. 

a. Give examples from your own work experiences which you believe highlight your ability 
to interact with people of different levels of authority internal and external to yoiir 
organization. / 



Score 






b. Give examples from your ovra work and other experiences that highlight your ability to 

communicate effectively in writing. ^ ^^^ 

3)Jewl^/>y.'^-^ (V.^'-f.-.'^iL -Xir^toy^t^ y.'^f-^O 
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3) The wprifof a Grants>tSnagement Specialist can oft^p'Secome inten^er'^specrally to^axd^ — 
the^gfid of the fiscjtfyear. Describe one or more situations in which you were required to 
manage multiple activities at one time, work under pressure, and/or meet tight deadlines and 
how you handled it. / 



4) Please discuss any experience you have had reading, writing, interpreting or applying Federal 
I or State regulations relating to grants, cooperative agreement, contracts or similar activities. 



5) Describe any experiences you have had working with grants, cooperative agreements, 
contracts or similar activities at the Federal or State level. 



6) Describe any experiences you have had developing, negotiating and/or managing budgets. 

j) A-SP'^ '^^Cf^'^cc^ -(y^cc-C-^i^ d'^s-^^-oc^ 

Score ^ S 
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7) Regardle^8^pre\dpiJsexpeji€nce, the imjivfdual?el€cted for;lwg^si^p«-^ali be rgqwired to^--^ 
learn arid work ymhin th^^olicies ami^ocedu?^ set fortlr^ the Department c)^ftealth.,afia 
Huij^an Servitfes, and/XCF. JiS^A-tfeis-nrffllna, j|ow would you describe your learning style? 



Talk about a work situation in which you experienced a setback and how you handled it. 



9) We want to explore yoiur proficiency with Microsoft software, the tool we use most often at 
ACF. 

a. Rate your overall proficiency with the following Microsoft applications: (Circle response) 

Excel: /"^/Y^i^^ Good Excellent Outstanding 

Word: Fair Good ^^^^ Outstanding 

PowerPoint: Fair Good <ExceUe^ Outstanding 



•^ 



b. Give recent examples of how you have used each of these applications. 
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10) Some categories of mandatory grants are based on formulas. The following exercise uses 
the same analytical and math skills necessary to develop or execute a formula. (Please 
provide the interviewee with this question written out on apiece of paper and give them a 
few minutes to work it out.) 

With this in mind, please take a few minutes to answer the question on this handout. 

How would you proportionally distribute $100,000 to four grantees with populations of 
2,000; 4,000; 6,000; and 8,000? 

You may either verbalize your responses or show us on paper, or both. 



Scofe 

Do you have any questions? 

Thank you. We expect to make a recommendation to the Selecting Official very shortly. 
OVERALL COMMENTS 
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INTERVIEW QUESTIONS 

FOR ANNOUNCEMENT ACF-2004-0090 
GRANTS MANAGEMENT SPECIALIST GS/9/11/12 

{Please rate on a Scale of 1-5 with 5 being the highest and 1 being the lowest) 

Name: A-^ i/cJL^ /C^JLa^ i 
Grade Level (s): ^/////J3~ 

1) The vacancy announcement described the position for which you are being interviewed. 
What in your educational background, work and other experience do you beheve highly 
qualifies you for this job? ^ 5 c^i^ /Uy(L.H't^4-u\c\ 



Score 



^ 



M 



2) The job of a Grants Management Specialist requires interactions with many differgj 

and types of individuals and organizations both internal and exteniaHoJh&rAdmmistration 
for Children and Families (ACF). These interactionsjria^i-t^ec'ptaceover the phone, at a one 
on one meeting, or during thecourse-of^ivlngtecluiical assistance to a group as part of a 
Conference, paiieljejiiewSrientation, or as part of informal training of program staff. The 
interacUga-may'also be written communication provided via e-mail, brief letters or longer, 
■elormal and complex correspondence. 

a. Give examples from your own work experiences which you believe highlight your ability 
to interact with people of different levels of authority internal and external to your 



-...^ ' ^^.d^ d.^ff^J-G^-^^>^ 



organization. 

CtOM- c/^^<o.^ U^.^.^ .L.j£^.-e.^^ c^^->h^.,^^^^M^ 

Score ^ 



b. Give examples fi"om your own work and other experiences that highlight your ability to 
communicate effectively in writing. ^ _jz.- . • 

jja^OjuJ, LU^i^^ ^A-€_^c^^ g< .^J^L^KJ^^.^cL.lg.'-c^- <M^^ 
f ^C4w^ ^^t^JjU^^J^ c^^-'-A^ t^cUZ. i^-^d^ C^Kf^^-^^ 
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Score I 

3) Jh€-wQil Lof a Gr aiits -Maflage ia@ nt Spe c ialist -earrpfteBrbe LUine iii L eno c . os p emally fnwaiY f 
the-eft d of the fio eaJ-year. Describe one or more situations in which you were required to 
manage multiple activities at one time, work under pressure, and/or meet tight deadlines and 
how you handled it. 



H 



^^K^,cyt^^-/^i^ djbp^^MJ^ UfV^V-- ^-1-^ C^n^yliAt^J O'^cpji,.,^::^ 



Please discuss any experience you have had reading, writing, interpreting or applying Federal 
or State regulations relating to grants, cooperative agreement, contracts or similar activities. 



5) Describe any experiences you have had working with grants, cooperative agreements, 
vjcontracts or similar activities at the Federal or State level. 



Describe any experiences you have had developing, negotiating and/or managing budgets. 



Score ^~A 
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'7) °Regarm5s»^£pr£ vio us expe rience, thg ^idw idual scl c c ted^rtfais ^sition will be leg oifed-tr 

""^eaffl^idAvericipyithffl-aie-pa lio ic o l u iJ p i uoc Jules i>a f ofarS^Tthe'D^grnirenl-ofHealfe-aBd-- 

Hu aian Somc c c, and ACF. Willi Lliis in nm id, how would you describe your learning style? 

Score ^ 

8) Talk about a work situation in which you experienced a setback and how you handled it. 

Score ^i 

9) We want to explore your proficiency" with Microsoft software, the tool we use most often at 
ACF. 

a. Rate your overall proficiency with the following Microsoft applications: (Circle response) 

Excel: Fair Good <;;^^'lxceiiSir> Outstanding 

Word: Fair Good C ^xceilenT ) Outstanding 

PowerPoint: Fair ^^— 6©etd Excellent Outstanding 



ei^ 



b. Give recent examples of how you have used each of these applications. 



Score 



a 
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10) Some categories of mandatory grants are based on formulas. The following exercise uses 
the same analytical and math skills necessary to develop or execute a formula. (Please 
provide the interviewee with this question written out on apiece of paper and give them a 
few minutes to work it out.) 

With this in mind, please take a few minutes to answer the question on this handout. 

How would you proportionally distribute $100,000 to four grantees with populations of 
2,000; 4,000; 6,000; and 8,000? 

You may either verbalize your responses or show us on paper, or both. 



Score \) 

Do you have any questions? 



Thank you. We expect to make a recommendation to the Selecting Official very shortly. 
OVERALL COMMENTS 



5^ 
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INTERVIEW QUESTIONS 

FOR ANNOUNCEMENT ACr-2004-0090 

GRANTS MANAGEMENT SPECIALIST GS/9/11/12 

{Please rate on a Scale of 1-5 with 5 being the highest and 1 being the lowest) 



i>ame: vxiT^ ^-' /^"'/ ^ 

Grade Level (s): ^// r l\^^ 



Name; 



1) The vacancy announcement described the position for which you are being interviewed. 
What in your educational background, work and other experience do you beheve highly 



qualifies you for this job? / / M - 






2) The job of a Grants Management^ecialist recmife^interactions witlvroany different levels 
and types of individuals and or^nizations both intemM and external to the A^dministfatlxni 
for Children and Families (ACF). These iiiferactions may, takp^ace over the phoiae, at a ope 
on one meetirig, or durir>g the course ojf^ving technical assistance to a group as part of a 
Conference, p^Qgl reYi^vsMKjrientatioH^ or as part of infomml training of program staff. The 
interaction may aWbe writtm cpmmunication provided via e-mail, bri^f letters or longer, 
more fomial and-tomplex corr^ondence. 

a. Give examples from your own work experiences which you believe highlight your ability 
to interact with people of different levels of authority internal and external to your , 



organization. ,, ; , -'\A/ c--^-^v~^~~ — .-u:^^ c fc-x — iA (< 



Score _ 



b. Give examples from your own work and other experiences that highlight your ability to 
communicate effectively in writing. , r^ 
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3i) ThejKcdc-o f a GrantfrMaiiagemcirt - Spt:;cial ii>L call oft en be come intense, -espc ekHy-to^jgd,, 
O the-end-of-ttieiisGal-yearHBescribeiJne^r more situationsln which you wererequired to 
manage multiple activities at one time, work under pressure, and/or meet tight ^eadJine^^d 
how,you handled it. /A /'',, '"-Cf r /'■ '^'-' ""^'"^ ^^ .-^iT~T7^— --f^ — "^--^ 
'7\(L-V?- ,^'- \'^ (^^--^ f^^r^-^ - Vv--, \'^ I- <^- 



4) Please discuss any experience you have had reading, writing, interpreting or applying Federal 
or State regulations relating to grants, cooperative agreement, contracts or similar activities. 






5) Describe any experiences you have had working with grants, cooperative agreements, 
contracts or similar activities at the Federal or State level. 



r,.^M^ -i Cost (f^-r 



•X \ Score j 

6) Describe any experiences you have had developing, negotiating and/or managing budgets. 
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7) RegM-dlessofpreviTTOS"experieflce;theiiidivrduahselCTrted-fo^^^^ 
/ 'fe^ti and worl^wrt hi n t h e po li cies and proc o d ttres-se^^eftfa-by-theBepaftmeHt-of Health-and 
%fflap Scnoc c s, a i v^ACV r WiththiGJn ni^d rhow would you describe ^our learning style? 



H 



^8) Talk about a work situation in which you experieflcfd a setback and how you handled it. 

A , 1,-1. -J SiV 

Score ^ 



...i.J ..>.-^-'^^^""' ^ 



"^ -\;-^ c::ov'^ 



fe:^ 



_'- ^(A'^SX , 



9) We want to explore your proficiency with Microsoft software, the tool we use most often at 
ACF. 

a. Rate your overall proficiency with the following Microsoft applications: (Circle response) 



\ 
Excel: Fair) 

Word: Fair 

PowerPoint: Fair 



Good 


Excellent 


Good 


Excellent 


Good 


Excellent 



Outstanding > tT 

(Outstan^inp 0/1/ 



ling Q^'- 



Score ^1 




„A— '-^ 



b. Give recent examples of how you have used each of these applications. 



n^^ 



J 
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10) Some categories of mandatory grants are based on formulas. The following exercise uses 
the same analytical and math skills necessary to develop or execute a formula. (Please 
provide the interviewee with this question written out on apiece of paper and give them a 
few minutes to work it out.) 

With this in mind, please take a few minutes to answer the question on this handout. 

How would you proportionally distribute $100,000 to four grantees with populations of 
2,000; 4,000; 6,000; and 8,000? 

pu May/either verbalize your responses or show us on paper, or both. 



.y 



Do you have any questions? 

Thank you. We expect to make a recommendation to the Selecting Official very shortly. 
OVERALL COMMENTS 



Total Score'_ 



./I 
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INTERVIEW QUESTIONS 

FOR ANNOUNCEMENT ACF-2004-0090 
GRANTS MANAGEMENT SPECIALIST GS/9/11/12 

{Please rate on a Scale of 1-5 with 5 being the highest and 1 being the lowest) 

Name: O fayf^ T)r^/Lgf»r\ 

Grade Level {iy. 

1) The vacancy announcement described the position for which you are being interviewed. 
What in your educational background, work and other experience do you beheve highly 
qualifies you for this job? 

_ _ O i ""^ 

Score 



/7 "TtfY-vrrv L*^>-^ v: 



2) The job of a Grants Management Specialist requires interactions with many different levels 
and types of individuals and organizations both internal and external to the Administration 
for Children and Families (ACF). These interactions may take place over the phone, at a one 
on one meeting, or during the course of giving technical assistance to a group as part of a 
Conference, panel review orientation, or as part of informal training of program staff. The 
interaction may also be written communication provided via e-mail, brief letters or longer, 
more formal and complex correspondence. 

ya. Give examples from your ovm work experiences which you believe highlight your ability 
to interact with people of different levels of authority internal and external to your 



organization. 



3n. 



I b. Give examples from your own work and other experiences that highlight your ability to 
communicate effectively in writing. 
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Score 'J) 



3) The work of a Grants Management Specialist can often become intense, especially toward 
the end of the fiscal year. Describe one or more situations in which you were required to 
manage multiple activities at one time, work under pressure, and/or meet tight deadlines and 
how you handled it. 

rr^O-ngr:^ : ^(\6^i<G6:- — :^Ac: losks_ i\Q ^=f»».^ coo- \Ctt jru!.e»-/^c-tr 

nb^e^,^^^ a.'xG^i.^i^ co[o-T^\r^ x'-^^O'^^ ^^<i^^ < 



4) Please discuss any experience you have had reading, writing, interpreting or applying Federal 
or State regulations relating to grants, cooperative agreement, contracts or similar activities. 

Score ,^-v— 



5) Describe any experiences you have had working with grants, cooperative agreements, 
contracts or similar activities at the Federal or State level. 



6) Describe any experiences you have had developing, negotiating and/or managing budgets. 
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7) Regardless of previous experience, the individual selected for this position will be required to 
learn and work within the policies and procedures set forth by the Department of Health and 
Hurnan Services, and ACF. With this in mind, how would you describe your learning style? 



)re i 



"^ H^iT^bC ^PAJ 



8) Talk about a work situation in which you experienced a setback and how you handled it. 



Is: i^'exTti^C-- ^^\^^ > TS ti-nPm^G: Si^iLLg : Vdi^Or,\ 



C0UiL<.(^ 



rm^iuy -rcctc eeibccUJ'eit,,^ 



Score Z^ 



9) We want to explore your proficiency with Microsoft software, the tool we use most often at 
ACF. 

a. Rate your overall proficiency with the following Microsoft applications: (Circle response) 

Excellent Outstanding 

Excellent — ^ Outstan^g- 

Excellent ^=^ Outstandingj:^ 



b. Give recent examples of how you have used each of these applications. 
Score i^ 



Excel: 


(^FaiT) 


Good 


Word: 


Fair 


Good 


PowerPoint: 


Fair 


Good 


.. ^ 
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10) Some categories of mandatory grants are based on formulas. The following exercise uses 
the same analytical and math skills necessary to develop or execute a formula (Please 
provide the interviewee with this question written out on apiece of paper and give them a 
few minutes to work it out.) 

With this in mind, please take a few minutes to answer the question on this handout. 

How would you proportionally distribute $100,000 to four grantees with populations of 
2,000; 4,000; 6,000; and 8,000? 



You may either verbalize your responses or show us on paper, or both. 



Score _ 



Do you have any questions? 

Thank you. We expect to make a recommendation to the Selecting Official very shortly. 
OVERALL COMMENTS 



Total Score 



